contract fare and full coach fare.)

7. Traveler is to use the lowest logical airfare/state contract whether the plane is a prop
or a jet.

8. Employees may retain promotional items, including frequent flyer miles, earned on
official state travel. However, if an employee makes travel arrangements that favor a preferred
airline/supplier to receive promotional items/points and this circumvents purchasing the most
economical means of travel, they are in violation of this travel policy. Costs for travel arrangements
subject to this violation are non-reimbursable.

9. In order for the State to continue to receive State contracted airfares, it is
necessary that the contract carrier be utilized when electing to use state contract rates. When
using the Contract Airfares there are no restrictions or penalties. In many cases, airlines that did not
win an award for a certain city will now offer the same discounted price that was awarded to the
contract vendor. This is known as a matched carrier. Matched carriers are not to be used unless
there is two or more hours difference in the departure or arrival time. The State does not have a
contract with the matched fare carriers; therefore, we do not have last seat availability and certain
rules including cancellation penalties will apply to these fares. Once the decision is made not to use
the contract fare you are giving up your option for the non-penalty ticket, and must use the lowest
logical fare available.

10.  When making airline reservations for a conference, inform the travel agency that
you are attending a conference giving the name of the conference and the airline that is offering the
discount rate, if available. In many instances, the conference registration form specifies that certain
airlines have been designated as the official carrier offering discount rates. If so, giving this
information to our contracted agencies could result in them securing that rate for your travel.

11.  Use of Corporate Card

a. The State Travel Office contracts an official state corporate card to form one source of
payment for travel. All travelers or agencies shall make application through the State Travel Office.

b. The corporate card or BTA (Business Travel Account) must be used to purchase
contract airfare. This is a mandatory requirement by the airlines in order to continue to
receive discount, non penalty state contract airline tickets.

c. The corporate card is the liability of the employee and not the state.

d. The Department/Agency is responsible for cancellation of Corporate Cards for those
employees terminating/retiring state service.

C. Motor Vehicle

1. No vehicle may be operated in violation of state or local laws. No traveler may
operate a vehicle without having in his/her possession a valid U.S. driver's license.
2. Safety restraints shall be used by the driver and passengers of vehicles. All accidents,

major and minor, shall be reported first to the local police department or appropriate law enforcement
agency. An accident report form, available from the Office of Risk Management (ORM) of the
Division of Administration, should be completed as soon as possible and returned to ORM, together
with names and addresses of principals and witnesses. Any questions about this should be addressed
to the Office of Risk Management of the Division of Administration. These reports shall be in
addition to reporting the accident to the Department of Public Safety as required by law.
3. State-Owned Vehicles

a. All purchases made on state gasoline credit cards must be signed for by the approved
traveler making the purchase. The license number, the unit price, and quantity of the commodity
purchased must be noted on the delivery ticket by the vendor. Items incidental to the operation of the
vehicle may be purchased via state gasoline credit cards only when away from official domicile on
travel status. In all instances where a credit card is used to purchase items or services which are
incidental to the operation of a vehicle, a copy of the credit ticket along with a written explanation of
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